Step-by-Step
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Process: Binocular Searches

Important facts about this process:

1.  SKIES’ binocular search function allows you to conduct customized searches for job seekers, job

orders and employers.

Process Steps:

Click on BINOCULAR icon.

Review search results.
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Select the category you wish to search: job seeker, job order or employer.
Update search criteria to meet your needs.

Print information if necessary.
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Binocular Search for an Employer

Binocular search for employers will allow you to quickly conduct a search for employers that meet your
search criteria. This search feature can help you identify employers based on last service date, date job
orders were posted, industry for which the employer is listed, and more.

1. Click on the Binocular icon on the top right of the Welcome screen.

2. Click on Employer/Provider button.

3. The employer/provider search criteria box will display so you can enter parameters for your
search. Not all fields are required so you can enter as much or little as needed.

4, WDA — Search records within a specific WDA or leave blank if you will be searching by office name
or staff name.

5. OFFICE NAME field allows you to search by specific office or leave blank if you will be using other
search criteria.

6. STAFF NAME — click drop down arrow to select the name of the staff that provided the service or
select blank line at end of list to remove this field from the search criteria.

7. Employer name — you can enter as much or little of the employer name as you like. Remember, to
use the wild card (%) to help you find the right record(s).

8. Update other search criteria you wish to use, such as, Employer Sector, service interests or status
of employer.

9. Click Execute Query after you have finished entering search criteria.

10. SKIES will display a list of employers that meet your search criteria.

11. You can sort the results by employer/provider name, city, or state by clicking on the field titles.

12. Click on the display details gray button to the left of the employer’s name to view details about
the employer. Click RETURN to go back to your search results or click SELECT EMPLOYER to go
their record.

13. Click Print Search Results to print a list of your search results.

EmployerProvider Search

Employer/Provider Search Criteria
BHO10 4.02.0
Search Parameters

SRR A (s o Only records with recorded services N

W, | Spokane '| Start Date End Date

Office Name | v|

Only records with job arders r

Staff Name | | Start Date End Date

EmployerProvider ® Both T Employer T Pravider
Status © Both @ pActive  © Inactive

Employer Mame |

Incustry | J

Bus. Desc. WFG% UBI Blank? ® Aoth  © Blank  © Mot Blank
—_— li Open Yes  No Cpen  Yes Mo

B! number li Training Provider ™ r r Employment Practice @ T T

NeiCScode [ ] Federal Contractors r r Joh Rotation r r

ES Account # OWT Akility & r r Mertoring @&

Emplayer Sector | ,l Apprerticeship @ i i Employes Development @ " "

State |WASHINGTON v| Education Azsistance @ r r Youth Apprenticeship @ r r

City | 'l Career Talks i i Cooperative Educstion @ e e

Courty | -] Career Days @ r r Job Shadowing ®

Zip ‘:I Internship @ i i Woarkplacedndustry Tours @ . .

Results Screen | Clear Form | Execute Query
Exit Form
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Binocular Search for a Job Order

Binocular search for job orders allows you to search based on search criteria that you enter. You can
search for orders that have specific ONET codes, based on review date of the job order, industry cluster,
and more.

1. Click on the Binocular icon on the top right of the Welcome screen.

Click on Job Order button.

3. The job order search criteria box will display so you can enter parameters for your search. Not all
fields are required so you can enter as much or little as needed.

4. WDA — Search records within a specific WDA or leave blank if you will be searching by office name or
staff name.

5. OFFICE NAME field allows you to search by specific office or leave blank if you will be using other
search criteria.

6. STAFF NAME — click drop down arrow to select the name of the staff that provided the service or
select blank line at end of list to remove this field from the search criteria.

7. ONET CODE - you can enter one or multiple ONET codes to find matching job orders.

8. ONET FAMILY allows you to search for orders that are within a particular ONET Family.

9. Update other search criteria you wish to use such as industry, minimum salary, etc.

10. Click Execute Query after you have finished entering search criteria.

11. SKIES will display a list of employers that met your search criteria.

12. You can sort the results by job order number, job title, job order status, and open and close dates of

the orders.

N

13. Click on gray SELECT button to the left of the job order number to view job order details. Click Door
icon to go back to your search results.
14. Click Print Search Results to print a list of your search results.

Job Order Search Criteria
BHO20 4.04.0
Search Parameters
Select at least one Job Ordler # |
BRICES | '| Highest Dearee | vl
Office Mame '| : li li
Statf Mame | CALLAGHAN, CARR -] Review Date Between And
Market Statf Mame | -~ Benefits | =
CMET Code OMET Title:
| Clear | OMET Family
| Clearn | v|
Clear
| Exp. In Months
| Clear
| Clear | Clearall OMETis) | Select OMET(s) |
Employver Mame | Min SalaryHr Inclustry | ﬂ
Job Type | v| Drriver License Class LI Cetificates/Licenses Reqguired
Job Tile | Job Dese, | | =
Joh Status | | Duration | - ) _ Open  Ves Mo
Wear Public Transportation 0 '
State |WASHINGTOM  ~| Courty | - Ful Tme @
Ciy | -] Zip | v Part Time @ r r
Exit Form Results Screen | Clear Form | Execute Query
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Binocular Search for a Job Seeker

Binocular search for a job seeker will allow you to quickly conduct a search for a job seeker that you

cannot look up by SSN or SKIES ID. You may need to look for a seeker that attended a Job Hunter

module last week because you found a job to refer them to.

1.
2.
3.

o %N

Click on the Binocular icon on the top right of the Welcome screen.

Click on Seeker button.

A seeker search criteria box will display so you can begin entering information that you remember
about the job seeker. Not all fields are required so you can enter as much or little as needed.
Providing as much information as possible will speed the search time to find the seeker you are
looking for.

Staff name — click drop down arrow to select the name of the staff that provided the service.

Seeker name — you can enter a first or last name for the seeker; this is helpful when seeker has an
unusual name.

Seeker characteristics — click on the appropriate characteristics you remember about the job seeker,
i.e. Ul Claimant, Veteran, etc.

Click Execute Query after you have finished entering search criteria.

SKIES will display a list of seekers that met your search criteria.

You can sort the results by SSN, Last Name, First Name, Gender, or City by clicking on the field titles.

. Click on the Display Details gray button to the left of the seeker’s SSN to view the job seeker’s Core

Basic information to determine if it is the seeker you were looking for.

. If you determine you have the right job seeker click the gray Select Seeker button on the right hand

side of the screen.

Seeker Search Criteria

BHO30 4.10.0

Search Parameters
SRS EOE Job match status O Both @ Active T Inactive
WD |Snnkane "l CoLrnty | v| Cpen Yes Mo

Public Azzistance Recipiert? @«

Oifice Mame| WORKSOURCE SPOKANE - iy | |
Dislocated Worketry @ IS
Staft Name | - m[
Dizableds ™
Ul Claimart? @ Open O Yes ¢ Mo
First Mame | LIl Status InSchool? ™
Last Mame | /| |i| Migrart or Sessonal Farm Worker? @ O O
ElEiE | j = | - “Yeteran Status? ® O O
Level OMET Code ORET Title
“ears of age | - [ [ & Clear
Education | | Clear
Certificates/Licenzes completed/obtained | | Clear
| J | | Clear
Heyweord(s) | | | | | Clear
Search
Coaliords @ Anyivord O As a Phrase Clear all ONET(s) | Select ONET(s) |
Match keyward(s] ta area: Keyword Help [ Desired Employment [ Employment Histary
[ Desired Employmernt
I Employmert History Results Screen | Clear Form | Execute Query

[ Special Interests Exit Form |

Revised 4/12/11 - R1 Page 4 of 4



